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Hall of Records Commission NO.

Commission . .

: _' Requesting Agency

TREASURER

2. Division or Bureau of Requesting Agency

Dispose of present accumulation. .No
odditional accumulation is antici-

PRINCE GECRGE'S COUNTY

3. Authorization Requested (Check only one of the squares below).

Establish retention schedule for re-

accumulation. The records will cease to
have value to warrant their retention after

Microfilm and destroy
Originals if not microfilmed would be

cords for which there is a continuing
retained for the period of time indicated.

originals.

pated. Records have ceased to have value
to warrant retention. the period of time indicated.
4 ] 5. Description of Records 6. Recommendation
[ t Describe records accurately. Include title, form number, size of documents, of Hall of Records
em work or activity to which the records relate, inclusive dates, and quantity and Board of Public
No. (cubic or linear feet). Show recommended retention period. Works.

-

1, | GENERAL LEDGER

2.

8izes 127 x 16" x 2% S _

Dates: 18661897, 1910-1912, 19421953

Quantity: 5 volumes _
Chrecnological

. File Arrangement:
Amusl Accumulation: Discontinusd

Audits Annual cutside sudit and State audit

The General Ledger was a final book of entry for receipts and dis-
bursements recorded in the Treasurer's office. It 1s arranged by
accounts and account nunbers glving receipts and disbursements as
totals under the dates of the transactions. Earlier volumcs show
individual trensactions in journal type entries. The General Ledger
was -discontinued in 1954 when the Daily Cash Receipts Summary Sheets
were introduced and werv posted to ths Gemeral or Budget ledger in

the Accounting Officer's records. In 1957 the Treasurer iniated the
Dally Cash Receipts Swmary Journal which appears in this scheduls.

RECOMMENDATION: RETAIN PERMANGNTLY,
DAILY CASH RECEIPTS SIMMARY JOURNAL

Size: 1" x 1w x

Dates: 1957 « -

Quantity: 1 volums
Chronological

File Arrangerment:
Audits Ammual outside aundit and State andit

The Daily Cash Summery Sheets are posted in this Journsl from whieh
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5. Description of Records 6. Recommendation |
of Hall of Records
and Board of Public

Describe records accurately. Include title, form number, size of documents,
Works.

work or activity to which the records relate, inclusive dates, and quantity
{cubic or linear feet). Show recommended retention period.

a monthly report is prepared in duplicate, one copy for the Treas-
urer and one for the Accounting Officer who posts to his General or

Budget Ledger. This type journal suppliss ths information formerly

found in the Treasurer's General ledger discontinued in 1953,

RECOMMENDATION:
SPECIAL AREA TAX JOURNAL

RETAIN PERMANERTLY,

3.

The Speeial Area Tax Journal is a' record of taxes collected for

S.| AUDIT PAPERS

Siges 24" x 16* x 2@
Dates: 19L47-1995
Quantity: 1 volume

special improvements in the 30 special areas in Prince George's
County arranged by area and giving the date of the collection, the
name of the payes, and the amount collected. In 1955 this record
vas discontinued in the Treasurer's office and transferred to the

Accombing Officer.
RECOMMENDATIONs RETAIN PERMANENTLY,

INCORPORATED TOWN - TAX JOURNAL

Sige: 1® x 167 x 2w
_ Datess 1947-1955 -

Quantity: 1 volume

Audit: Anmal outside audit and State aundit
This 1s a recard of taxms collscted by the Cownty from incorporated
towns within the Comnty giving the date of the collection, the
name of the toun and ths amount of the tax, This record is nov in-
corporated in the General Ledger kept by the Accounting Officer.

RECOMMENDATION: RETAIN PERMARENTLY,

Sige: 83" x 11¢
Dates: 1942 = -
Quantity: 1 file drawer
File Arrangement: Chronological

Amual audits of funds collacted by the Treasurer are made by pri-
vate firms far all funds and two or three years audits are made by

the State Auditor for all State funds collscted.
RECOMMENDATICNs RETAIN PIRMAKGNTLY, -

-
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5. Description of Records 6. Recommendation
Describe records accurately. Include title, form number, size of documents, of Hall of Records
.j;m work or activity to which the records relote inclusive dates and quantity . |and Board of Public
o. (cubic or linear feet). Show recommended retention penod Works.
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6. | PAYROLL JOURNAL

Sizes 20" x IU* x 1v

Dates: 1943-1951

Quantity: 3 volumes

File Arrangement: Chronological
Amual Accumalation: Discantinued

The Payroll Journal gives the date of the salary payment, the nams
of the employes, the amount of taxes withheld, and the dspartment

or agenoy where ths payce is employed. Thiereowdhasbeentram—
ferred to the Accounting Officer.

RECOMMENDATIONs RETAIN PERMANENTLY,
7. | TAX SAIE JOURWAL (FINAL TAX SALES, BACK TAX RECCRD)

APPROVED
HALL OF RECORDS COMMI3SION

Sizes 117 x 15® x 20
Dates: 1890 = -
Quantity: 97 volumos
File Arrangements Chronological
Audit: Annmual cutside audit
.. ) Index: Thtmbindaxtonameofmer(meguhr)

The Tax Sale Jowrnal, arrangsd by name m'xmnberanddateafsah,
includes a tipped in newspaper ¢lipping amouncing tha sale and
tax district and giving the name of the delinquent taxpayer, the
mmtoftmadnaandtheaccmdinterestmdcostottheaah,
tho sale nuiber, the Clerk's fee, and a notation of redemption if
redeemcd by the ouner. If ths property is purchased en acknowledge
ment of purchase is entered, signed by the purchaser and showing
the amount paid. This record is maintained in the IBM room,

Within two years after property is in arrears ths Treasurer or
Collector must sell tho property at public asuction, ‘A final state-
ment of taxes end interest dus and & sale notice is sent to the
ovner thirty days prior to publication of the tax sale notice in
two county newspapers. Thereafter, publication of the notice must
appesr once & week on fowr successive weeks. If thé property is
not redeemed by the owner it is then sold at public auction. The
property may be purchasad by ths Board of County Comnissioners if
sale to private purchasers would jeopardize ths Comty's tax

interest. The purchaser deposits money with ths Treasurer to cover
the bid which is retwnable to him with intsrest at 6% if he exar-
cises his right of redemption within two years. At the time of the
sale the purchaser receives a certificate of sale from the Treasu-
ror which.is recalled if the property is redeemsd, The purchaser
‘ mst walt for cne year and a day, but no longer than two years, to
£file a bill of complaint in equity to foreclose the ouner's right
ofredempumaathemxbmpmq:tainmgacharuﬂatotb
property. checom‘tf&eclnme?nom'er&ghtotm
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5. Description of Records .
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity

(cubic or linear feet). Show recommended retention period.
.. . Sor g

6. Recommendation
of Hall of Records
and Board of Public
Works.

1n.

d RECOMMENDATICN., RITAIN PZRMANENTLY.

y T

the date of registration and the voter's age, &nd the elections in
which he has voted, This record may also bs used as an index
the Assesament Record and levy Bocks, - :

RECOMMENDATION; RETAIN PrRMANENTIY.

IEVY BOOKS (TAX ROLL BOOKS) |

‘Sizes 15" x,iS" x2n . X
,Da‘best 1850’ 1857’ 1867‘1868' 1870‘1879. 188h - =
Quantity: 503 volumes o

F1le Arrangement: Chronolozical

Annual Accumilations 20 cublie feet
Audit: - Annual outside audit and State audit

Index; Alphabetically by district

The levy Books prepared from the Assessment Record are arranged
alphabetically under each tax district giving the account number
for each taxpayer, a description of ths property, and the amount

front footage, and special mroa, the ad valorem assessment,
total tax with the date of payment of the tax entered by hand from
the receipted tex bdll, Notation is made for preperty sold at tax
sales giving the date and name of the pwrchaser, 'Since 1953 the
levy Book series has included one tax volums for 3/ii and § year

property improvements mads at such intervals within the year and
ons volums for Farm and Business personal taxes showing the amount
of tho assessmont as a total without dsscription of the property

end emount of the taxes. Begiming in 1957 the Farm and Business
Levy Bock was divided into separate series, ths Business section

continued under that titla, From 1926 to 19LL separate volumes
wore maintained for household goods showing total assessment and

have been machine prepared. Prior to 1902 the levy Books give

payer, the tex district, the amount of taxss real and personal,
the date of paymsnt and the amount.. In 1902 a more elaborate
systen was introduced which included a brief deseription of the
property and a breakdown of the aseesament and taxes. The law
provides that title to property purchased at tax salss prior to
Decermber 31, 1943 may come before the Circuit Court for ratifica-
tion and confirmstion but that redemption rights shall then be

o
——

of taxes credited to the State, Comly, park and planning, aanit.aryﬂ
the

was titled Public Utilities, Corporations and Bank Stock, and Farm

tax without deseription of the property. Since 1942 the levy Bodks
only the amount of the assessment, the ncme and address of the tax-

APPROVED
HALL oF RECORDS COMMISSION

reinstated (Amnotafed Code of Maryland, 1957 Bd., Art. 61, Sec. 98). l




